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Standard Operating Procedure 
Managing A Safe 


Subject: Managing A Safe for Medical Shelter Sites 


Introduction 


The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
Medical Shelter Site Management on a safe for securing and preserving designated 
goods at Medical Shelter sites. 


. Starting Out 


e Safe Selection 

o Select a safe with a programmable keypad. *Be cautious of safes designed 
for reprogrammable codes upon each use. 

o The safe is going to be situated in an accessible area, it should be heavy 
enough to not be picked up and removed easily. The weight of the safe is a 
critical security feature. 

o If the safe is to be used inside a secured access-restricted cabinet, a 
smaller safe is acceptable. 

e Departments 
Several departments may require a secured safe for their specific uses: 
o Clinical — Clinical will need several safes and secured locations: 


® Locked refrigerator for vaccines and medications 

e Secured, locked cabinets for medications 

e Small safes to be stored within locked cabinets to hold harm 
reduction and controlled substances 

® Heavy-Duty safe for other substances charge nurses may need to 
store 


o Operations / Site Management — Site Management will need a heavy- 
duty safe to secure access room-key cards, cellphones, tablets and other 
high-ticket technology 


o Case Management — Case Management will require usage of a secured 


cabinet for any contraband that a patient may have on them upon 
admission. 


3. Procedures 
e Safe Setup 
o Follow the instructions provided with the safe. Keypads may require 
batteries. 
o Store the safe keys in a separate secured area. One key may best be 
stored off-site in case of fire or another emergency 
e Managing a Safe 
o Contents of a safe should be secured and access should be limited and 
restricted. Other departments should not needs access to another 
department's secured contents. 
o Provide code to all parties who need access. 

e For clinical safe, help them set up the safe and then provide only 
the Clinical Lead the code. They can disseminate that information 
to whomever they feel needs to know. 

e For site management safe, determine if team lead will have access 
or if all site managers will have access. 

o If safe access is challenged or jeopardized, reprogram safe code and 
notify appropriate team members. 
o If batteries die, utilize key to bypass keypad entry and open safe. 

Immediately replace batteries and ensure safe is activated and in working 

order. 


o Provide instructions to your team members on any tracking required for 
safe contents. 


4. References 


e Heavy Duty Safe: Keypad Floor Safe 
e Secure Cabinet: Cabinet 


e Lock for fridge: Fridge Lock 


